Linss Per iivch 

After you select Lines per Inch from the Printer 
codes menu, you type the codes that cause your printer to 
print in different lines per inch. 

1p Choose from the menu the number of lines per inch for 
which you wish to enter codes. You can type codes to print 
either 6 or 8 lines per inch. 

2. Type the codes required by your printer to print the number 
of fines per inch you chose. You can find the codes you 
need in the manual that came with your printer. 



Warning 

You can leave this menu only by typing a caret (^). If you press 
(esc) to leave the menu, It Is displayed as a code. If you make a 
mistake while you are using this screen, type " and the number 
of lines per inch you are defining. Then answer Ho to the 
question I5 this DK?. 



3. Type * after you finish typing the codes. 

4- Define the second lines-per-inch code or press (escI to 
return to the Printer Codes Menu. 



Boldface, Subscript, and Superscript 

When you select Boldface, Subscript and 
Superscript from the Printer codes menu, you type 
the codes necessary for your printer to print in boldface, 
subscripts, or superscripts. 

You type these codes only if you plan to use these printer 
options in the Word Processor, if you do not plan to use them, 
skip this section and continue with "Underlining/' 

When you choose this option, the menu shown in Figure B-2 
appears. 
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There are various ways to define subscripts and superscripts. 
Your printer may have an automatic subscript or superscript 
command, or you can type a sequence of characters that will 
give the same results. For example, to begin superscripts, you 
can type keystrokes under the Superscript Begin opt 
that will cause your printer to do a reverse fractional line feed. 
To stop superscripts, you can type keystrokes under the 
Superscript End option that will cause your printer to do 
a forward fractional line feed. 

1- Choose the option you want to define codes for from the 
menu. 

2. Type the codes required by your printer to print with the 
option you chose. 



Warnin 

You can leave this menu only by typing a caret ("). ff you press 
(esc) to leave the menu, It is displayed as a code. If you mal<e a 
mistake, type ^ and then the number of the option you are 
defining. Then answer Ho to the question Is this DK?. 
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3. Type " to return to the Enhancements Menu so you can 
define another enhancement. 

4. Press (esc) to return to the Printer Codes Menu. 




Underlining 

When you select option 4, Underlining, from the Printer 
codes menu, you choose how your printer will underline. Do 
this only if you plan to enter underline commands in Word 
Processor documents. 

If you are not going to use underlining in Word Processor 
documents, press (esc) to return to the Add a Printer 
Menu. 

If you are not going to use underlining in Word Processor 
documents, go on to "Specifying Serial Interface Settings." 

When you choose option A., the menu shown in Figure B-3 
appears. 



Figure B-3. Underlining 
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Choose the method you want your printer to underline with. If 
you made a choice earlier and you are changing these 
specifications, your previous choice is highlighted. 
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The different methods of underlining are explained below; 



1, Printer has atart/atop underline 

commands. If your printer has underlining connmands, 
choose this option. After you choose this option, the menu 
shown in Figure B-4 appears. 



Figure B-4. Underlining Codes 
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• First, type the codes for beginning or ending underlining. 
Type the exact keystrokes required by your printer to print 
with the option you chose. 



Warning 

You can leave this menu only by typing a caret C). If you press 
Clscl to leave the menu, it is displayed as a code. If you make a 
mistake, type and then 2. Then ansv\/er Ho to the question 
Is this OK''. 



• Type * to return to the Underlining Menu. 

• Press f ESC] to return to the Printer Codes Menu. 
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2. Print character, backspace, uriderline. If 

your printer does not have commands to underline but has 
the capability to backspace, choose this option. With this 
method of underlining, your printer prints the first character 
of the word you wish to underline, backspaces, prints an 
underline character, and then prints the next character in the 
word, repeating these steps over and over until underlining 
stops. 

3, Print line, carriage return, print 

underline, ft your printer does not have codes to 
underline, and it cannot backspace, choose this option. With 
this method of underlining, your printer first prints the entire 
line that contains underlining, then returns the printhead to 
the left margin without moving the paper up a line, and then 
prints the underline in the proper place. 

If you do not know which method to choose, try them afl, 
working from method 2 down, until you find one that works. If 
none of them works, it may be too difficult for AppleWorks to 
understand how your printer underlines. In that case, choose 

Don't attempt underlining. 

You may want to change the switches on your Superserial or 
Parallel Interface Card so that lines feeds are not added. 



Specifying Serial Interface Settings 
(Mpple lie only) 

To begin specifying serial interface settings, choose option 5 
from the Printer Codes menu. Then AppleWorks displays 
the Serial Interface menu, which is illustrated in 
Figure B-5. 
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Figure B-5. Serial Interface Menu 
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The three specifications for serial interface settings 



The default values for these settings 



When you specify serial interface settings for your custom 
printer, you define ttie following: 

• The Baud rate, which determines how fast the Apple lie 
can talk with your printer 

• The data format, which tells how data will be sent from 
the Apple lie to the printer 

• A value for parity, which allows the printer to check for 
accuracy of data transmission. 

You can look in your printer manual or ask your dealer for the 
correct setting for each option. 

Choose each option by using the arrow keys to highlight the 
option and pressing ( return] or by typing the option's number 
and pressing (return) . Then follow directions in the following 
sections for each setting. 

After you have specified a value for each, you have finished 
communicating information to AppleWorks about your custom 
printer. Press ( escape ) to return to the Printer 
Information menu. 
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Specifying the Baud Rate 



After you indicate tlnat you want to specify a Baud rate. 
AppleWorks presents the Baud rate menu illustrated in 
Figure B-6. 



Figure B-6. Baud Rate Menu 
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If the Baud rate is set too fast, your printer will lose characters 
while it is printing, or it will not print at all. If it is set too low, 
you do not use your printer to its maximum efficiency. 

Select the correct Baud rate by typing its number and pressing 
(return) or by using the arrow keys to highlight it and then 
pressing (return])- 



Specifying the Data Format 

After you indicate that you want to specify a data format. 
AppleWorks presents the Data format menu illustrated in 
Figure B-7. 
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Figure B-7. Data Format Menu 
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If you select the wrong data format, your printer will not work 
properly. 

Select the correct data format by typing its number and 
pressing ( return ] or by using the arrow keys to highlight it and 
then pressing ( return ) . 



Specifying Parity 

After you indicate that you want to specify a value for parity, 
AppleWorks presents the Parity menu, which is illustrated in 
Figure B-8. 
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Figure B'8. Parity Menu 
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If you select the wrong value for parity, your printer wiil print 
what is sometimes known as "garbage." 

Select the correct parity value by typing its number and 
pressing (return ] or by using the arrow keys to highlight it and 



then pressing ( return). 
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AppleWorks uses a specific set of printer options. However, if 
your printer has an option not available in AppleWorks, setting 
printer codes may turn these options on. For example, some 
printers have different levels of print density. To get these 
different print densities, you could enter the proper codes under 
Subscript or Superscripts. This way, any time you told 
Appleworks to print with subscripts in the Word Processor, your 
printer would print with the feature you turned on with the 
codes you entered under Subscripts or Superscripts. 

Do not enter codes that have actual different meanings under 
Characters per inch, AppleWorks will not be able to 
accurately display on the screen what your text will look like 
when printed- 
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Characteristics of Printers 



When configuring your own custom printer, remember that each 
printer has its own rules for the way various printer features are 
implemented. For example, some printers do not allow you to 
change text to boldface and do underlining within the same line. 
These printers only allow one feature to be active at a time on a 
single line. AppleWorks is unable to keep track of all these 
printer-specific rules. For this reason, if a particular feature 
does not appear to be working correctly, check the manual for 
your printer to be sure you are not attempting to have the 
printer do something it is incapable of doing. 
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It's easy to send your AppleWorks files over telephone lines or 
directly to another computer by using Apple Access II or 
another telecommunications program. 

This appendix provides guidelines and explains the general 
procedure for sending files. See the Apple Access II User's 
Manual or the manual that came with your telecommunications 
program for more specific information. 

I Three Types of Files 

AppleWorks files can be sent over phone lines as three different 
types of files: 

• AppleWorks files, created by the Word Processor, the Data 
Base, or the Spreadsheet 

• ASCII files, created by the Word Processor, the Data Base, 
or the Spreadsheet 

• DIP flies, created by the Data Base or the Spreadsheet. 

I Choosing the Type of File to Send 

Choosing the type of file to send over the phone lines is the 
hardest part; sending it is easy. 

To choose the type of file to send, ask yourself two questions. 
Then read and follow directions in the applicable section of this 
appendix. 
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Here are the questions: 

1- What software is on the receiving end? (Does the person 
you are sending a file to use AppleWorks? Does the person 
you are sending a file to use Apple Access II?) 

2. What is the receiver going to do with the file? , 

Table C-1 shows the type of file to send under various 
circumstances. 

TBblB C'1. Choosing a Fife Type 

Software On Receivmg Type of File to Send 
End 



AppleWorks, Access II 



AppleWorks, Other 
Telecommunications Program 



No AppleWorks, Other 
Telecommunications Program 



Always send as AppleWorks 
files. 

Send Word Processor files as 
ASCII files. 

Send Data Base or 
Spreadsheet files as DIP files. 

Send Word Processor files as 
ASCII files. 

If the program requires DIP 
files, send Data Base and 
Spreadsheet files as DIP files. 

If the receiver is going to print 
the Data Base or Spreadsheet 
file or work with it on an editor 
that can accept ASCII text, 
send as ASCII files. 




Sending Apple Works Flies 



You can send AppleWorks files over the lines to anyone who 
has Appleworks on the receiving end. To do this: 

1. Work on or create the file you want to send (Word 
Processor, Spreadsheet or Data Base) in 
Review/Add/Change. 
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2. Save the file on your data disk. 

3. Start up Apple Access I!. Follow the instructions on the 
display to send your AppleWorks file. 

I Sending ASCII Files 

When the receiver doesn't have AppleWorks or Apple Access II, 
you may want to send your files as ASCII files. An Appleworks 
file can be sent as an ASCII file to any telecommunications 
program that supports ASCII files. 

Here's how to convert an AppleWorks file into an ASCII file: 

1. Get or create the file you want to send (Word Processor, 
Spreadsheet or Data Base) in Review/Add/Change. 

2. Press (^-(T). 

3. If you're sending a Word Processor file, tell AppleWorks 
where you want to print from. 

If you're sending a Data Base file, create a report format so 
that the data is formatted the way you want to send it. Then 
press (3-© again. 

If you're sending a Spreadsheet file, choose All, Rows, 
Columns, or Block. Then highlight the area you want to 
send and press ( return^ - 

4. Choose a text CASCII) file on d i s k in 
response to Where do you want to print the 
fi le/report? 

5. Assign it a pathname. 

6. Start up Apple Access II, and send the file as you would any 
ASCII file, using the pathname assigned. 

See Chapter 13, "Printers and Printing," if you want more 
information on how to create an ASCII file on disk. 
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When the receiver doesn't have AppleWorks or Apple Access li, 
you may want to send your files as DIF files. DIF files are a 
VisiCalc standard. You can create them with the AppleWorks' 
Spreadsheet and Data Base. The procedure you follow is the 
same as that for creating ASCII files. 

DIF files are mainly used by spreadsheet programs. Becausi 
they do not carry spreadsheet formulas, they are useful to 
people who want to create a graph or a new spreadsheet from 
your spreadsheet values, or to plug your values into an existing 
spreadsheet 

See Chapter 13, "Printers and Printing," if you want more 
information on how to create a DIF file on disk. 

IHieSpful Hints: 

• If the receiver has a printer supported by AppleWorks and 
wants to print your files, you can make sure your file 
contains the proper printer codes. Use Other Activities 
Menu option 7, Speci fy information about 
your printer, to add the appropriate printer and 
check its specifications. Change any if you need to. The 
file you send will then contain the proper printer codes. 

• With a telecommunications program it should not matter 
what type of file you are sending. The receiver, however, 
must know what type of file you are sending. 

• Some telecommunications programs offer error checking. 
Apple Access 11, for example, can use Christiansen 
protocols to check the validity of the files transmitted. 
However, both ends must be synchronized, and use the 
same protocols. 
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Apple lie 80-Column Text Card: A peripheral card made 
and sold by Apple Computer. Inc. The card plugs into the 
Apple He's auxiliary slot and enables the computer to display 
80-column text as well as 40-column text. 

Apple lie Extended 80-Co)umn Text Card: A peripheral 
card made and sold by Apple Computer, Inc. The card plugs 
into the Apple He's auxiliary slot and extends its memory 
capacity by 64K bytes. It also enables the computer to display 
80-column text as well as 40-column text. 

application program: A program such as AppleWorks that 
uses the computer for one or more specific purposes or tasks, 
such as word processing or data base management. 

appropriate format: Spreadsheet information displayed just 
as you type it whenever possible. 

argument: The value on which a Spreadsheet function 
operates. For example, in the function Ca)SUM(A1...C1), the 
argument is the contents of cells A1 through C1. The function 
@SUM operates on these contents. 

ASCII: An acronym for the American Standard Code for 
Information Interchange. Refers to a type of data format. See 
text (ASCII) file. 

ASCII file: See text (ASCII) file. 

auxiliary slot: The special expansion slot inside the Apple lie 

used for the Apple 80-Column Text Card or Extended 
80-Column Text Card. 

back up: To make a duplicate (spare) copy of a disk or file. 

blot: Nonprinting carriage return character that looks like a 
little checkerboard. Blots are embedded in Word Processor 
documents. 
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caret: A nonprinting character that indicates the beginning 
or end of a special printing command. Carets are embedded in 
Word Processor documents. 

^category: One kind of information in a Data Base file. All 
Data Base records in a file contain the same categories. A 
business contacts file could contain these categories: Name, 
Company, Street Address, City, State, Zip, and Telephone 
Number. 

cell; The place in a spreadsheet where an individual piece of 
information is displayed. 

cell indccatoirs The sign that tells the contents of a cell in a 
spreadsheet. 

cell layout: The specification that tells how information In a 
spreadsheet cell or group of cells is displayed. 

character: A letter, digit, punctuation mark, or other written 
symbol used in printing or displaying information. 

clipboard: The area of the computer's random-access 
memory (RAM) used to hold information during AppleWorks' cut 
and paste operations. 

column indicator: The sign at the bottom of a Word 
Processor display that tells which display column the cursor is 
on. 

commas format: The specification that causes numbers in a 
spreadsheet to be displayed with commas between thousands. 

cotioecton A physical device, such as a plug, socket, or jack, 
used to connect one hardware component of a system to 
another. 

coordinates; The location of a cell in a spreadsheet, for 
example, A16, DC241. 

copy-from cell: The cell whose contents are copied with the 
Spreadsheet's copy feature; the source cell. 

copy-to cell: The cell to which information is copied with the 
Spreadsheet's copy feature; the destination cell. 

current location: The place where AppleWorks looks first for 
files. The current location is not saved from one AppleWorks 
session to the next. 
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cursor: A blinking character displayed on tlie screen tliat tells 
where your next action will take effect or where the next 
character typed will appear. AppleWorks' cursor can be the 
insert, blinking bar cursor or the overstrike, blinking rectangular 
cursor. 

custom printer: A printer not on AppleWorks' standard list of 
printers. You must provide all specifications to AppleWorks 
about your printer if you have a custom printer. 

cut and paste: The process you use in AppleWorks to 
transfer information from one file to another. 

Data Base: The part of AppleWorks that organizes, stores, 
retrieves, modifies, and reports information in lists. 

default: A value, action, or setting that is automatically used 
by AppleWorks when you don't give other explicit information. 

default printer: The printer AppleWorks thinks you'll want to 
use. When you first use a new AppleWorks system, the default 
printer is the Apple Dot Matrix printer (DMP). 

Desktop: The area of the Apple computer's random-access 
memory (RAM) reserved for AppleWorks files that you are 
working on. The Desktop can hold up to 12 files. 

Desktop Index: The list of files on AppleWorks' Desktop. 
Pressing [dj-CoD 9^^^ the Desktop Index. 

destination: The copy-to cells in the Spreadsheet. 

DIF file: A DIF, or Data Interchange Format, file; a file created 
by VisiCalc and many other programs that allow for easy data 
interchange. AppleWorks' Spreadsheet and Data Base can both 
read and print DIF files. 

directory file: A file that contains the names and locations of 
other files on the disk. _ 

disk: An information storage medium consisting of a flat 
circular magnetic surface on which information is recorded in 
the form of small magnetized spots. 

disk controller card: A peripheral card that connects one or 
two disk drives to the Apple Me and controls their operation. 

disk drive: A peripheral device that writes and reads 
information on the surface of a disk. 
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Disk 11^" drive: A disk drive made and sold by Apple 
Computer, Inc. for use with the Apple II series computers; uses 
5-1/4 inch flexible disks. 

Disk Operating System: An operating system for the 
Apple II series computers that allows the computer to control 
and communicate with one or more disk drives. See DOS. 

display: Information exhibited visually, especially on the 
screen of a display device such as a monitor or television. 

document: A collection of information in the form of text, 
created and used by AppleWorks' Word Processor. 

dollars format: The cell format that causes Spreadsheet 
numbers to be displayed with dollar signs. 

DOS: An acronym for Disk Operating System. DOS 3.3 is a 
version of DOS. 

edit: To change or modify; for example, to insert, remove, 
replace, or move text in a document. 

embedded: Contained within. For example, printer options 
are embedded in Word Processor text. 

entry: An individual piece of information in a Data Base 
category; the information in a cell in a spreadsheet. 

entry line: The line where you type or edit information that 
goes in a spreadsheet cell. 

file: A collection of information stored as a named unit on a 
peripheral storage medium, such as a disk. 

filename: The name that identifies a file. AppleWorks' 
filenames can contain up to 15 characters, including uppercase 
and lowercase letters, numbers, spaces, and periods. 

fixed decimal format: The cell format that causes 
Spreadsheet numbers to be displayed with a fixed number of 
decimal places. 

flexible disk: A disk made of flexible plastic used for storing 
computer programs or data. Often called a floppy disk. 

formula: A kind of Spreadsheet value; mathematical 
representation combining pointers and functions that define a 
desired calculation. For example, +A1/B3 and -C3-6.5 are 
formulas. 
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function: A kind of Spreadshseet value; a representation that 
stands for a calculation; begins witfi @. Examples of functions 
are @SUM(B3...B5) and @SQRT(B44). 

group total: A subtotal in a Data Base report. 

hard copy: Information printed on paper. 

header: The top of each page in a Word Processor document 
in which you ve used the Page Header command. See report 
header. 

insert: To use the insert cursor to type information. 

insert cursor: The blinking bar cursor that lets you Insert 
characters before the character the cursor is on. The 
information you type goes where the cursor Is, and information 
to the right of the cursor moves further to the right. 

interface card: A peripheral card that implements a 
particular interface allowing communication between the 
computer and a peripheral device, such as a printer or modem. 

K: A symbol equivalent to the number 1024; commonly used to 
Indicate a thousand. In AppleWorks, used to mean a thousand 
characters of information, as in The floppy disk can hold files 
that total up to 143K characters. 

label: Information in a spreadsheet that identifies numerical 
information; a title. 

label format: The specification that tells how labels are 
displayed in spreadsheet cells. 

labels-style report: The Data Base report style that prints 
record entries vertically down the page, like labels, 

left-justify: To print entries In Data Base labels-style reports 
without large blank spaces between some words. Also, to 
format labels In the Spreadsheet against the left side of the cell. 

line indicator: The sign at the bottom of a Word Processor 
display that tells which line the cursor Is on. 

List of Files: An AppleWorks display that lists the files on the 

current disk. 

load: To transfer information from a peripheral storage 
medium (such as a disk) Into main memory for use; for 
example, to transfer the AppleWorks program into memory for 
execution. 



Glossary 



305 



Main Me[n[U]^ The list of AppleWorks' main options, from which 
you may choose one. 

menu: A list of choices presented by a program, usually on 
the display screen, from which you can select. 

multiple-record layout: The Data Base record layout that 
displays records horizontally. 

f^o C[hiange copy: Copying the exact coordinates from one 
Spreadsheet cell to another. 

open-Apple command: A command you use by pressing {W) 
while you press another key to call a particular AppleWorks 
feature. For example, requests a list of files on the 

Desktop so you can change to another file. 

Other Activities menus The second level of AppleWorks 
options, reached from the Main Menu, from which you may 
choose one. 

overstrtke cursor: The blinking rectangular cursor that lets 
you replace (type over) the character under the cursor. 

page: A screenful of information. Also, the conventional 
meaning of paper. 

paging: Moving the cursor through a file by displaying 
information screenful by screenful. 

pathname: The full name by which ProDOS identifies a file, A 
series of filenames, preceded and separated by slashes, that 
indicates the entire path from volume directory to file that 
AppleWorks must follow to find that file, A pathname always 
begins with a slash and a volume name and ends with the 
name of a file. 

platen width: The distance the printhead on your printer can 
travel from left to right. 

pointer: A kind of Spreadsheet value; begins with a plus sign 
or a minus sign and points to the contents of another cell. 

port: A connector that works somewhat like an electrical 
outlet. It's specifically designed for a class of peripheral devices 
(like printers) that allows information to pass back and forth 
between the computer and the device. 

prefix: A pathname set to indicate a specific directory file; the 
combination of volume directory name and subdirectory names 
that locates a file. It does not include the name of the file. 



Glossary 



printer options: Specifications for printing Data Base and 
Spreadslneet reports and Word Processor documents. 

ProOOS; An Apple II operating system used by AppleWorks 
and designed to support mass storage devices like the ProFile 
as well as drives for flexible disks. ProDOS stands for 
Professional Disk Operating System. 

ProDOS prefix: See prefix. 

ProFile: A rigid disk made by Apple Computer, Inc., for mass 
data storage. 

program disk: A disk that contains a program that puts the 
resources of the computer to use for some specific purpose or 
task, such as word processing, data base management, 
graphics, or telecommunications. In this case, the disk that 
holds the AppleWorks program. 

prompt: AppleWorks" request for an answ/er. For example, in 
Print from? Beginning This page Cursor 
position, Print from?: is the prompt. 

protection: Prohibiting specific kinds of changes to 
spreadsheet cells. 

RAM: See random-access memory. 

random-access memory: Memory in v^hich the contents of 
individual locations can be read or v^/ritten to in an arbitrary or 
random order. Its contents are lost when the computer is turned 
off or power is otherwise lost. 

record: All the Information about one person or item in a Data 
Base file; a Data Base file contains many records. 

record layout: The way Data Base records are displayed. 

record selection rule: The Data Base rule you form that 
lets you display or print only certain records from the file. 

relative copy: Copying coordinates in a a Spreadsheet 
pointer, formula, or function depending on the position of the 
copy-to cell or cells. 

report format: The specifications that define the layout of a 
Data Base report; maximum of eight per Data Base file. 

report header: The Data Base or Spreadsheet report title 
and date information. 
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report style: How Data Base information is printed; 
tables-style or labels-style. 

Beview/Add/Ohange: The Data Base, Word Processor, and 
Spreadsheet feature that lets you browse through information in 
a file, change it, add to it, or delete it. 

Ruler: The [oD-CD through © key combinations that let you 
move the cursor through a file by eighths. 



save: To transfer inforrriltion from random-access memory to 
a disk for later use. 

scroll: To change the contents of all or part of the display 
screen by shifting information out at one end (usually the top) to 
make room for new information appearing at the other end 
(usually the bottom), producing an effect like that of moving a 
scroll of paper past a fixed viewing window. 

single-record layout: The Data Base record layout that lets 
you display records vertically, one record at a time. 

slot: A narrow socket inside the Apple lie computer where you 
can install peripheral device cards. 

source: The copy-from cells in the Spreadsheet. 



Space ilivailable: The sign at the bottom of the screen that 
indicates how many more thousands (K) of characters the 
Desktop can hold. 

spreadsheet: A grid of rows and columns in which text, 
numbers, and formulas can be stored, allowing complex or 
repetitive calculations to be defined in a simple, easily 
understood way. 

Spreadsheet: The part of AppleWorks that lets you work 
with and print numeric information in rows and columns format, 

standard location; The place where AppleWorks looks for 
files unless you have specified a different, current location. 

standard vialues: Values you specify for Data Base entries 
that are entered into all records unless you change them; values 
you specify for how Spreadsheet information is displayed. 

start up: To get the computer system running. Sometimes 
called "boot." 
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startup disk: A disk containing software recorded in the 
proper form to be loaded into the Apple computer's memory to 
get the computer running when power is turned on; or, if power 
is already on, when you press j control ) -(6 M reseT) . 

strike ^ 'jer; To use the overstrike cursor to replace 
information under the cursor; type over. 

subdirectory: A file that contains the names and locations of 
other files on the disk and that is not the volume directory. 

tabtesostyle reports: Data Base reports with record entries 
printed horizontally across the page, in rows and columns. 

text (ASCII) file: A file containing information expressed in 
ASCII form; created by Apple Writer, some data base 
management systems, and all three AppleWorks applications. 
Can be used as a source for AppleWorks Data Base and Word 
Processor files. 

value format: The specifications that tell how Spreadsheet 
values are displayed. 

values: Numerical information in the Spreadsheet, including 
numbers, pointers, formulas, and functions. 

volume: A general term referring to a storage device. The 
volume most commonly used with the Apple II is the disk. A 
volume has a name and a volume directory with the same 
name. Its information is organized into subdirectories and files. 

volwme directorys The main directory of a volurtie, which 
tells what the volume contains. The volume directory is 
identified by the name of that volume preceded by a slash. 

volume rsame; The local name of the main directory of the 
volume. You can use your utilities disk to determine a volume 
name if you need to know it. 

window! The portion of a collection of information (such as a 
document, picture, or worksheet) that is visible on the display 
screen. 

Word fhrooessor: The part of AppleWorks that creates, 
modifies, and prints information in letters, memos, reports. 

word wrapac^oycr^d: In the Word Processor, the automatic 
continuation of text from the end of one line to the beginning of 
the next line on the display screen. 
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write: To transfer information from the computer to a 
destination external to the computer, such as a disk drive, 
printer, or modem. 

wrDte-enable notch: The square cutout in one edge of a 
disk's jacket that permits information to be written on the disk. 
If there is no write-enable notch, or if it is covered with a 
write-protect tab, information can be read from the disk but not 
written on it. 

write-protect: To protect the information on a disk by 
covering the write-enable notch (the small cut to the right of the 
label on some disks) with a write-protect tab, preventing any 
new information from being written onto the disk. 

write-protect tab: A small adhesive sticker used to 
write-protect a disk by covering the write-enable notch. 

zooming in: Looking at Data Base records in single-record 
layout; looking at Word Processor documents with embedded 
printer options displayed; looking at the formulas used in a 
spreadsheet. 

zoommg out: Looking at Data Base records in 
multiple-record layout; looking at Word Processor documents 
without embedded printer options displayed; looking at the 
results of the formula in a spreadsheet. 
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Apple DMP 261 
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prompts 21 

quitting 32 

Ruler 26 

starting up 19 
AppleWorks' Ruler 13, 65, 

191 

appropriate nunnber display in 

SS 206, 212 
arguments, in SS functions 

197 

arithmetic functions 198 

arranging 
information, in SS 228-229 
records, in DB 72-73, 93, 
103 

arrow keys 196. 197, 203 
ASCII files See text (ASCII) 
files 



@ABS 198 
@AVG 198 
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©ERROR 198, 199 
@\f 200-201 
@INT 198 
@LOOKUP 198, 199 
@MAX 198 
@IV1IN 198 
@NA 198 
@NPV 200, 200 
@SQRT 198 
@SUM 198 
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backing up files 5-6 
bar cursor 25,61,131,192 
BASIC.SYSTEM 275 
Baud rate 289, 290 
blanking, in SS 220 
blinking cursors 25. 61, 131, 
192 

See also insert cursor and 
overstrike cursor 
blots 131 

boldface 166-167, 284-285 
Bottom margin (BM) 110,159, 
238 
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calculated categories 94-95 

case sensitive text 135, 140 
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calculated 94-95 
deleting in DB reports 92, 

101-102 
in DB files 46-47 
inserting in DB reports 92 
left-justifying 102-103 
names 47, 52, 53, 104 
right-justifying 93-94 

cell(s) 

coordinates, in SS 197 

finding 229-230 

indicator 194. 195 

layouts 209-214 

protection 207, 213 
centering text, in WP 164-165 
changing 

cursors 25, 61. 131. 192 

filenames 144 

printer options 152 

record layout, in DB 73-75 
characters, in DB files 46-47 
Characters per Inch 108,236, 

283 

clipboard 7, 245. 260 
clock 4 

column(s) 207,212,220,221, 
222 

commands, open-Apple 21 
( C0NTROL> rB~), in WP 167 
( C0NTR0L> rD, in WP 167 

( CONTROL ) -[ 6>( reset) 1 9 

( CONTROL y (D 25, 61, 132, 194 
copying 

AppleWorks disks 5 

files 5-6 

information, in SS 222-227 
records, in DB 68-69 
text in documents 138 
copy of display, printing 40 



current 

disk drive, changing 34-35 

location 12 

ProDOS prefix 34-35 
cursor(s) 25, 60, 61, 65-67, 

90, 131-133, 143, 191-192, 

219 

cut and paste 6, 248-254 
D 

Dash (PD), in DB 111 

data 
disk 37-38 
format 289 

Data Base 44-45 
AppleWorks' Ruler in 65 
categories 46-47, 52, 53, 

92, 94-95 
characters 46-47 
cursors 60, 61, 65-67 
cut and paste 248-251 
deleting all information in a 

file 68 
dittoing entries 62 
editing information in 61 
entries 46-47 
files 46-47, 51-57, 63-64, 

75-78, 250 
functions 43-44 
inserting in 58-60, 61 
labels-style reports 99-105 
number of records in files 
47 

printer options 105-114 
record{s) 46, 47. 67-75, 93, 
103 

report(s) 83, 93, 94, 97-98. 

104-105, 268 
Report menu 87-88 
standard values in 62 
tables-style reports 88-98 
zooming in 57, 103-104 
Data Interchange Format See 
DIP 
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dates, in DB files 63-64 
default 
option 22 

values, for printer options in 
WP 153 
(DELETE) 25, 61, 132, 134, 192 
deleting 25, 36, 67-68, 92, 

101-102, 134, 220-221 
Desktop 6, 11, 26, 28-29, 31. 

39, 40 
DIF 190 

files 11, 54-55, 260 
disk(s) 5, 11, 20. 36-38, 259 

drive, current 34-35 
display 

of documents 141 

printer 267 

printing copy of 40, 260 
displaying records, in DB 
70-71 

dittoing DB entries 62 
document(s) 125-127, 

128-129, 139-141. 160-165 
blots 131 

copying text in 138 

cut and paste 252 

deleting information in 134 

groups of information 
170-171 

markers 142-143 

moving text in 137-138 

page 
breaks 170 
numbers 169 

paging 169-172 

print density 155-158 

printing 268-269 

tabs 142-143 

zooming in 131 
DOS, disk foimat 37 
DOS 3.3 COPYA 5-6 
DOS 3.3 System Master 5 
CD 21. 65, 67. 101. 191, 192, 

133 
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editing 24-25, 61, 129-132. 

193-194 
BO'Column Text Card 4 
entries, in DB files 46-47 
equipment 4 
(J5C) 25, 61, 66, 194 

F 

filenames 11-12, 13 

file(s) 5-6, 9, 11, 12, 13, 23, 

26, 27, 28, 31. 35, 39 
DB 46-47, 51-57. 63-64, 

75-78, 250 
deleting 

all information in 68 

from disk 36 
DIF 11, 54-55 
Quick File 11, 55 
saving 29, 39 
SS 178 

text (ASCII) 11, 53-54 

working with on Desktop 
28-29 

WP 120, 127, 144 
fixed titles area 215 
flexible disks 1 1 
footers 165-166 
formats, report 86 
formatting disks 36-37 
formulas, in SS 202-203 
funct!on(s) 43-44, 196-197, 

198, 200-201 

G 

group(s) 
of information 170-171 
totals 98 

H 

hanging paragraphs 161-163 
hard copy, of display 260 
headers 165-166 
help information 39 
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insert cursor 25, 61, 131, 192 
inserting 58-60, 61, 92. 131, 
221 

internal rate of return See 
@NPV 

J 

justifying 
categories 93-94, 102-103 
text, in WP 164-165 

K, L 

labels 194, 207, 212 
labels-style reports 99-105, 
112-114 

layout 

of documents 1 60-1 65 

of records, in DB 73-75 
Q 61. 65, 90, 101, 133, 191, 

192, 194 
left-justifying categories, in DB 

reports 102-103 
Left margin (LM) 107, 154, 

236 

Lines per Inch (LI) 110, 160, 

238, 284 
[ist, in SS 197 
listing files on disk 35 
lists, bulleted 161-163 
logical 

function 200-201 

operators, with (a)IF 
200-201 

M 

Main Menu, options 26 
markers, in WP 142-143 
mean See @AVG 
menu 

of reports in DB 87-88 
options 21 
merging DB files 250 



moving 

cursor 65-67, 90, 132-133, 
191-192. 219 

information 222 

records 69-70 

text in documents 137-138 
multiple-record layout 56-57, 

73-75 

N 

names, report 104-105 
numbering pages 171 
numbers, in SS 195 

O 

open-Apple commands 21 
(S-CD 62 

@J-(<], in DB reports 92 
O-Q, in DB reports 91 

E)-CD> m SS 208 

72, 93, 1 03, 228 
O-®, in SS 220 

68, 69, 138, 226, 249. 
252, 253 

r& y j CONTROL ) -( RESETI 33 

Cc]-® 67, 101, 132, 220 
CB)-(T) 66, 67, 133, 191 
C5J<I) 25, 61, 131, 132, 192, 
194 

71, 139-141. 191. 229 
98 

CS-CK) 40, 260 

CgD-CD 92, 102, 221 

{W)-(7) 93, 103, 192. 219 

CS-® 94-95, 227 

O-© 57, 104, 151, 203, 215 

option(s) 

default 22 

Main Menu 26 

menu 21 
Other Activities Menu 34 
overstrike cursor 25, 61. 131, 

192 
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page 

breaks 170 

footers 165-166 

headers 165-166 

numbers 169, 171 
paging, in WP documents 

169-172 
Paper lengtli (PL) 109, 

158-159, 237 
paragraphs, hanging 161-163 
parity 289 
pathnames 13 
Platen width (PW) 107. 154, 

235-236 
pointers, in SS 195-196 
prefix, changing 34-35 
present value See @NPV 
print density, in WP 155-158 
printer(s) 259. 261, 263, 
265-266, 267, 280-293 

option{s) 105-114, 141, 154, 
150-160, 234-241, 269 
printing 40. 234, 259, 260, 
268, 269, 270 

page numbers 171 
ProDOS 11, 13, 34-35, 37. 

275-277 
ProDOS User's Disk 5 
ProFile 4, 275-277 
prompts 21 

proportional printing, in WP 

155-158 
protection, in SS 207, 213 

Q 

Quick File files 11, 55 
quitting AppleWorks 32 

R 

RAM 6 

range, in SS 197 
recalculation 208, 227-228 
record(s) 46-47, 51, 58-60, 
67-75, 93, 103 



rectangle cursor 25, 61, 131, 
192 

repeated labels 194 
replacing information, in WP 

135-137 
Report 

Header (PH) 112, 240 

menu, in DB 87-88 
report(s) 83-86 

labels-style 99-105, 112-114 

names 94, 104-105 

printing 234, 268. 270 

spacing in 241 

tables-style 88-98 

titles 94, 104-105 

what to include 234 

(RETURN) 61, 67, 101, 131, 

192, 194 
(Z) 61. 65, 90, 101, 133, 191, 

192, 194 
right-justifying categories 

93-94 

Right margin (RM) 107, 154, 
236 

rows 220, 221, 222 
Ruler 26, 65 

S 

saving 

current file 39 

files to disk 29 
screen, printing to 260 
serial interface settings 

288-292 
single-record layout 55-56, 75 
Skipping lines (SK), in WP 

160 

slots, for Apple Me 4 
space, available on Desktop 
40 

spacing 112, 159-160, 241 
Special Codes (SC) 111, 2:^9 
specifications file, in WP 127 
split spreadsheet 192, 
217-219 
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Spreadsheet 176-177 
AppleWorks' Ruler in 191 
appropriate number display 

206, 212 
arranging information in 

228- 229 
blanking 220 
cell 

indicator 194 

layouts 209-214 

protection 207, 213 
column widths 207, 212 
copying information 

222-227 
creating 188-191 
cursors 191, 192 
cut and paste 252-254 
deleting information in 

220-221 
editing in 193-194 
file(s) 11, 178 
financial function 200 
finding information in 

229- 230 

fixed titles area 215 
formulas 202-203 
functions 175-176. 196-198 
inserting information 221 
label(s) 194, 207, 212 
logical function 200 
numbers 195 
planning 183-188 
pointers 195-196 
printer options 234-241 
recalculation 208 
repeated labels 194 
reports 233, 234, 270 
split spreadsheet 217-219 
standard 

number display in 212 

values 204-209 
value{s) 195 

formats 206-207 
viewing 215-219 

zooming in 215 



square root See @SQRT 
standard 

location 12. 37-38 

number display in SS 212 

values, in DB 62, 204-209 
starting up AppleWorks 19-20 
sticky spaces 130, 168 
styles, report 83-86 
subdirectories 13, 35-36 
subscripts 166, 167, 284-285 
sum See @SUf\/l 
superscripts 166, 167, 

284-285 
system clock 4 
System Utilities disk 5-6 

T 

(W) 65, 67, 133, 191 
tables-style reports 88-98 
tabs, in WP 143 
text 138, 137-140, 164-165 

(ASCII) files 11, 53-54, 
259-260 

case sensitive 135, 140 
Thunderclock 20 
times, in DB files 63-64 
titles, report 104-105 
Top margin (TM) 109. 159, 

238 

totals, in DB reports 97-98 
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underlining 166-167, 286-288 
CD 21, 65, 67, 101, 133, 191, 
192 
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value(s) 195, 197 

formats, in SS 206-207 
VisiCalc 11, 190-191 
volume name 13 
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width, of SS report 234 

windows 217 
See also split spreadsheet 

Word Processor 118-119 
AppleWorks' Ruler in 133 
boldface 166-167 
bulleted lists 161-163 
case sensitive text 135 
centering text 164-165 
changing filenames 144 
copying text in documents 

138 
cursors 131 
cut and paste 252 
deleting information in 134 
document(s) 125-129, 131, 

137-138, 141, 160-165 
editing in 129-132 
file(s) 11, 120 
functions 117-118 
grouping information in 
170-171 
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161-163 
inserting information in 131 
justifying text in 164-165 
markers 142-143 
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135-137 
specifications file 127 
sticky spaces 168 
subscripts 166, 167 
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tabs 143 
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129-132 
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word wraparound 129-130 
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